Theresa Furbish 

54 Pilgrim Road, Simmons College MSC #1026 I Boston, MA 202215 
theresafurbish@gmail.com I 757-434-2108 

EDUCATION 

Master of Science, Library and Information Science, Youth Services MAY 2015 

Simmons College, Boston, MA 

Bachelor of Art, Art History MAY 2013 

Virginia Commonwealth University (VCU), Richmond, VA 

PROFESSIONAL EXPERIENCE 

Library Assistant , Virginia Wing Library MAR 2014- 

The Winsor School, Boston, MA 

• Supervise the library and the students during After-School hours 

• Work at the circulation desk checking in and out materials to students, including books, laptops, 
e-readers and other technologies 

• Answer reference questions and assist with research, including accessing databases and other 
resources 

• Perform readers' advisory per the students' needs 

Library Aide , Kirstein Business Branch JAN 2014- 

Central Library, Boston Public Library, Boston, MA 

• Perform shelf maintenance 

• Receive newly returned materials from Circulation and reintegrate them in library stacks 

• Rearrange materials shelves in order to enhance library environment organization, including 
allowing for the elimination of shelving to create better line of sight for reference desk 

• Check-in new periodicals and add them to the library collection 

Library Aide , Social Sciences Department 

Central Library, Boston Public Library, Boston, MA JAN 2014- 

• Weed retired books from the library's collection as well as removing all cards from the shelf list 
and card catalog 

• Retrieve materials from the stacks as per patron requests 

• Cross reference with lists of reference materials in Social Sciences Department and the library's 
catalog, Polaris, to properly update the catalog 

• Add gift selection slips to newly acquired donated materials 

• Able to create new record sets, add barcodes for newly acquired materials, and search 
bibliographic records to locate items in collection as needed 

Digital Production Assistant , Department of Library and Information Systems AUG 2010-MAY 2013 
James Branch Cabell Library, Virginia Commonwealth University, Richmond, VA 

• Scanned source materials such as photographic prints and negatives, print and manuscript 
material, and other formats for the Libraries' online digital collections 

• Entered metadata for 8,000 scanned objects 

• Performed quality control on scanned and written information to be archived 

• Drafted documents on scanning procedures for specific source materials such as photographic 
prints and negatives 



INTERNSHIP AND VOLUNTEER EXPERIENCE 

Archives Intern , Margaret R. and Robert M. Freeman Library AUG 2012-DEC 2012 

Virginia Museum of Fine Arts, Richmond, VA 

• Developed the museum's Exhibition Checklist database for the 1,100 exhibitions held over the 
museum's 75 year history 

• Updated two additional databases for exhibitions lacking a corresponding catalogue and to 
identify the jurors of competitive exhibitions 

• Examined records in the registration and curatorial departments in order to satisfy the database's 
field requirements 

• Drafted documents on museum policies and procedures on updating the Exhibition Checklist 

Intern , Margaret R. and Robert M. Freeman Library JAN 2012-JUN 2012 

Virginia Museum of Fine Arts, Richmond, VA 

• Served as first point of contact for dissemination of information on the VMFA's permanent 
collection and temporary exhibitions 

• Assisted staff, visiting scholars, public patrons, and docents on the use of library resources, 
including the online catalog, electronic databases, museum publications, and archives 

• Helped gather resources for the permanent galleries and educational events 

• Catalogued and researched over 100 artist files including inserting metadata into the appropriate 
fields and gained familiarity with basic cataloguing requirements for creating records 

• Handled and managed rare books 

Mentor , Disability Support Services AUG 20 1 2-DEC 20 1 2 

Virginia Commonwealth University, Richmond, VA 

• Served as the liaison for the Disability Support Services and mentee 

• Scheduled and conducted monthly meetings to discuss progress and concerns with school 

• Developed and discussed methods that benefitted mentee best with school obligations 

Undergraduate Student Department Liaison , Department of Art History AUG 201 1 -DEC 2012 

Virginia Commonwealth University, Richmond, VA 

• Served as the Art History department's student representative for the bi-annual VCU open house 

• Assisted faculty members in discussing possible tracks of major study with prospective students 

• Responsible for handing out and explaining information packets on the Art History Department 

Student Assistant , School Library JAN 2010-JUN 2010 

Deep Creek High School, Chesapeake, VA 

• Served at the circulation desk checking in and out books and equipment, answered reference 
questions, and locate correct databases for research 

• Assisted in creating interactive displays and programs for students 

• Performed annual inventory 

SKILLS 

Computer: Adobe Acrobat Professional, Adobe Photoshop, Microsoft Office (Access, Excel, 
Outlook, PowerPoint, Word), SirsiDynix Symphony Workflows, Polaris 



